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Access the VA TMS

1. Enter https://www.tms.va.gov into your Web browser address field and press

Enter.

l-

| | & https://www.tms.va.gov/

2. The VA TMS sign-in page will display. You have successfully accessed the VA

TMS.
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Benefits Burials & Memorials

VA Learning University Home | TMS Resources | Locate Your Local Administrator | Help Desk | Forgot Password | Create New User |

TMS News

SINGLE SIGN-ON Internal
(SS0i)
If you are using a government

Learning 24x7
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TMS]? Management
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at VA
Get an overview of VA ethical

R Lo
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Locations Contact Us

user 1o [
eassworn [N

SIGN IN

Check System

Take a tour of the TMS!

Click on this link to the video tutorial, "Navigating the
TMS”, to take a quick tour of the VA TMS!

Need TMS Assistance?

If you need assistance with the VA Talent
Management System (TMS) contact the VA TMS
Help Desk at vatmshelp@va.gov or via phone every
day. 24X7, at 1 (866) 496-0463. Minimum screen
resolution for optimal use is 1024 x 768
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Sign In to the VA TMS as a New User

1. On the VA TMS sign-in screen, enter your User ID in the User ID field. (Note:
Review Helpful Hint below.)

2. Enter NewTMSPW#123 in the Password field. This is your temporary password,
which you will be prompted to change. (Note: Review “Create a New Password”
below.)

3. Select Sign In. You have successfully signed in to the VA TMS as a new user.

Business About VA Media Room Locations Contz

( ‘ Talent
TMSP? Management  vsc=i> I
V System 2 rassworo [

SIGN IN

ate Your Local Administrator | Help Desk | Forgot Password | Create New User | Check

Helpful Hint:
Your user ID is in this format: LASTNAME.FIRSTNAMEmmdd (e.g., SMITH.JOHNO0501)

e LASTNAME = Your last name, with no hyphen, followed by a period (.)

e FIRSTNAME = Your first name

e mm = The two-digit month of your birth (January = 01, June = 06, December =
12)

e dd = The two-digit day of your birth (01, 15, 30)

U.S. Department
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Create a New Password

After signing in with the temporary password, the Password Expired page appears and
you must follow the steps below to create a new password:

1. Create a new password and enter it in the New Password textbox (Note:
Review Helpful Hint below).

2. Enter your new password again in the Verify Password textbox.

3. Select Apply Changes. You have successfully created a new password.

Password Expired
User Password has expired. Please Change User Password
* = Required Fielos
n order 1o comply with Federal Risk and Authorization Management Program (FedRAMP) requirements, TMS has 1o adjust our passwond requirements as of May 30, 2015
Passwonrds mus! now be a minimum of 12 characbers in length, changed ewery 60 days, and nol e Same as any of your (288 24 passwords. Please cnéabé pour miw password
with these requirements in mind, along with the othars listed below
« Tre lersgih of e password must Bbe bebwesn 12 and 20 characiers
+ The password must conain the following types of Characiers
a. English hraercae lethers.
t. Englsh uppencase lefers
€. Arabic numerais(0,1,2, .8
d. Naon alphanumenc special charssters (AEEERAL_+-={J["7, 1)
+ Characiers cannct be repeated mone than bwice in 3 now
+ The password cannol contain uwser name (ogin 107
+ The passaond canngt contain wser's first name and last name
+ The new password cannot ba the same as any of the previous 24 passwonds

“Vew pasmwos
* Warily Password
- Apply Changes Reset

Helpful Hint:

To meet VA strong password rules, your password must:

e Be between 12 and 20 characters long

e Contain both uppercase and lowercase letters, and at least one of the following:
— Arabic numeral (e.g.,0,1,2,3,4,5,6,7,8,9)
— Special character (e.g., |@#$%"&*()-_+=\{\}[]<>?/";:\\|)
— Not contain your user ID, first name, or last name

U.S. Department
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Create Your Security Questions and Answers

Note: You should be prompted to establish your security questions and answers when
you change your password. However, if you are not, follow these steps.

1. Navigate to the User home page.

2. Select the Options and Settings easy link.

VA0400 LMSUSER

| LHS TRAKNG

In progross

Avallable
1071 days overdie
Avaliable

o Uilites Management (Palo Alio)

o« DU New LMS Admin Training: LMS Administrator Roes

- OB New LMS Administrator Training: Overview of Adminisir—.

EQUCATION AND TRAINING SERIES (GENERAL)

& |

Browsae
=] .
o Harardows Malerials [Palo Allo)
In progress
' Salety (Palo Alio) ADVANCE
In progress Mpprowals
- Stafl and Patient Boundaries {Palo Alto) MyCareergvAa

Oplions and Sefings

Hacond Leaming
Repors

Slart 3 Solf Assessment

"
Easy Links -
M5 Help Desk
WS RS aunons
AJobs

ik Home Page
A Leaming Un

VA Mandalory Training Info

VAKN Calendar
VHA Deskop Li

iversity

brary

Show Less

3. On this page, you can create your security questions and answers. Select the
drop-down arrow of the first security question.

Update Account Security Information

* = Required Fields
Password:
* Question 1

* Response
* Confirm Response
* Question 2
* Response
* Confirm Response

EEEEEREE

|What is the name of your favorite childhood friend?

|In what city or town was your first job?

U.S. Department
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4. Select a new security que

stion from the drop-down list.

Update Account Security Information

* = Required Fields

Password; ===

* Question 1

What iz the name of your favorite childhood friend?

* Response In what city does your nearest sibling live?

What street did you live on in third grade?

* Confirm Response |in what city or town was your first job?
* Question 2 What is your cldest sibling’s middle name?

What is your oldest cousin's first name?

* Response |inwhat city or town did your mother and father meet?
* Confirm Response In what city did you meet your spouse - significant other?

What was the name of your first stuffed animal?
Whiat iz the first name of the boy or girl that you first kissed?

5. Enter a response and confirm your response. (Note: Your response is case

sensitive.)

Update Account Security Information

* = Required Fields

Password: ===
il #1021 o] |l B Whaat street did vou live on in third erade?
* Response |llllIlili'Ii'llIllli'Ii'llIllll'Ilil
* Confirm REsSponse [ssesssssssssssssssssnsvssnsnnnsnnns N
* Question 2 |in what city or town was your first job?
* Response ||-rlluln"luuuln-iinirl---i--i---i--ii--il

* Confirm Response

6. Select the drop-down arrow of the second security question.

Update Account Security Information

* = Required Fields
Password:
* QQuestion 1

* Response
* Confirm Response
* Question 2
* Response
* Confirm Response

Fkkdi

|'-."~"hat is the name of your favorite childhood friend?

|In what city or town was your first job?

U.S. Department
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7. Select a new security question from the drop-down list.

Update Account Security Information
* = Required Fields
Password; ===
* Question 1 |What street did you live on in third srade?

* Response ||lu"n-vun--ln--iiniiiitiitiiniiiiiiitil

* Confirm Response ||lu"n-vun--ln--iiniiiitiitiiniiiiiiitil

Gl *1- i T P I what city or fown was your first job?

= YWhat is the name of your favorite childhood friend?
Response In what city does your nearest sibling live?
* Confirm Response |What street did you live on in third grads? -
7

What is your oldest sibling’s middle name?

What is your oldest cousin's first name?

In what city or town did your mother and father meet?

In what city did you meet your spouse - significant other?
WWhat was the name of your first stuffed animal?

Whiat is the first name of the boy or girl that you first kissed?

8. Enter a response and confirm your response. (Note: Your response is case
sensitive.)

9. Select Apply Changes. You have successfully updated your security questions.

Update Account SBC-LJI"it)I' Infarmation
" = Requirad Fields
Password; "
* Question 1 [what street did you live on in third grage? [w]
* Response
* Confirm Response

" RESPONSE ssssssssssnanssssnsnssnssnnninannns

* Confirm RESponsSe ssessssesssssssssnsssanssssnsnssass

Apply Changes | | Reset

Helpful Hint:

e Your security answer is case-sensitive

U.S. Department
of Veterans Affairs




= Talent
Management VA I-U
System » 4

VA LEARNING UNIVERSITY

Sign In and Out of the VA TMS as an Established User

1. Enter https://www.tms.va.gov in your Web browser address field and press
Enter.

l-

I|@ https://www.tms.va.gov/ PO~a-

2. On the VA TMS sign-in page, enter your User ID in the User ID field.
3. Enter your password in the Password field.

4. Select Sign In.

Business About VA Media Room Locations Conts

( ‘ Talent
TMSP? Management US=®P |
V System 3 rassworo [

SIGN IN

ate Your Local Administrator | Help Desk | Forgot Password | Create New User | Check

5. To end your current session and sign-out of the VA TMS, select Sign Out in the
upper right corner of any VA TMS page. You have successfully signed in and out
of the VA TMS as an established user.

n Talent Welcome WVAL00 LM A
VI ‘I.U Management i
WAL LA AR . System

Home My Employees Admin

VAD400 LMSUSER
EDUCATION AND TRAINEG SERIES (GENERAL)
LS TRaHHT

U.S. Department
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Change Your Password

1. Navigate to the User home page.

2. Select the Options and Settings easy link.

VAD400 LMSUSER
EDUCATION AND TRAINING SERIES (GENERAL)
LHS TRANNG

[ Search Learning Plan | Show: | Evenfhing - J E [

[ searen Catalog
Bucwse

L] Hazardouws Materials [Palo Alo) l
In progress Easy Links

] satety (Palo Anto) ADVANCE 5 Help Desk
In progress Approvals 5 Fesounces

] Staff and Patient Boundaries (Palo Alto) MyCareeng@iva Jobs
In progross Temen Vi Horme Page

= | UiiliGes Management (Palo Alts) Diplionz and Se@ngs WA Lezming Linversiy

e Hrcord Leaming Vit Mandalory Training Info
Reports WAKM Cabemdar
1071 days overdus j 0i New' LM'S Admin Traineng: LMS Admindsirator Roles. Siart 3 Solf Assessment WHA Deskop Library

Awzdlabile

: Show Less
.| OB New LM% Administrator Training: Overview of Adminisir_.

3. On this page, you can update your account security information. Select
Password.

Update Account Security Information

= = Required Fields ﬂ
Password:

*Question T |what is the name of your favorite childhood friend?

* Response |iiiiillllillliiililliiliiiiliiiiill|

* Confirm Response |il-'IilllI-ll-'Ii'llIIlll'Ii'l-IIlll

* Question 2 (in what city or town was your first job?

* Response |iiiiillllillliiililliiliiiiliiiiilll

* Confirm Response |il-'IilllI-ll-'Ii'llIIlll'Ii'l-IIlll

U.S. Department
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4. Enter your old password. Enter your new password and then verify it. Be sure
to follow the password requirements listed on this screen.

5. Select Apply Changes. You have successfully changed your password.

CharlEe Your Password

Enter your old password:
Enter your new password:

Verily your new password:

Apply Changes Reset

Helpful Hint:

To meet VA strong password rules, your password must:

e Be between 12 and 20 characters long

e Contain both uppercase and lowercase letters, and at least one of the following:
— Arabic numeral (e.g.,0,1,2,3,4,5,6,7,8,9)
— Special character (e.g., '@#%$%"&*()-_+=\{\}[]<>?/"";:\\|)
— Not contain your user ID, first name, or last name

U.S. Department
of Veterans Affairs
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Reset a Forgotten Password

Note: The VA TMS will become locked if you attempt to log in with an incorrect
password too many times. You can follow these steps to reset your forgotten password
before your account becomes locked.

1. Select the Forgot Password link on the VA TMS sign-in page.

om0
VALU Y

SIGN IN

b System 1
VA LEARNING UNIVERSITY

VA Leaming University Home | TMS Resources | Locate Your Local Administrator | Help Desk | Forgot Password g% Check System

2. Enter your User ID in the textbox and select Submit.

( ‘ Talent
VIA‘LU TMS Maaiagement

System
WA LEARNING LINNVERSITY U Y

VA Leaming Uiniversity Home | TMS Resouces | Locale Your Local Administraior | Help Desk | Fogol Passwoed

Password Reset

WU ANe Seeing s metsage far ane of Dae redsons 1) Your Sccount has Been lacked by [he Sysiem Decause you exteeded e acceplable number of failed login atleenpls, or 2)
¥ou have lorgotten your Pasyaord and ane reguesting 3 Temporary Password. Enter your Usar 10 then click Sulbmit bo begin the Password reset process

Utser 1D - Subeit 2

U.S. Department
of Veterans Affairs
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3. Enter responses to your security questions and select Submit.

, \ alen
VALU TMS) Lana';}ement

¢ System
VA LEARNING UNIVERSITY - Y

VA Leamning University Home | TMS Resources | Locate Your Local Administrator | Help Desk | Forgol Password

Angwer the Security Question then click Submit.
Hate: Fields marked with * are required

Security Question :  What is the name of your favorite childhood friend?

* Security Answer : | -
Security Question : What street did you live on in third grade?

* Security Answer ¢ |

Submit

4. Enter a new password.
5. Verify the new password.

6. Select Apply Changes. You have successfully reset a forgotten password.

Password Expired

Ulser Patswodd has expired. Pleass Change User Password
* = Requined Fislds

In order 1o camply with Federal Risk and Authorization Management Program (FedRAMP) reguirements, TMS has 1o adjust our passwornd requirements as of May 30, 2015
Passwords mus! now bé 3 minimum of 12 chardebens in length, changed evedy 50 days, and nol the sams 35 any of pour [t 24 passwords. Pleass cniabl your miw padsword
with these requiramants in mind, along with the cthaers listed balow,
+ The lengih of the passwond mus! be between 12 and 20 characiers
+ The passaond must contain the following tipes of charadiers:
3. Englsh lowest ata lhers
b. Engltsh uppercase lefers
. Arabic numeraisi,1.2...%).
d. Mon alphanumenc spetial charssters (EREWALY_s-={HI"7..0
+ Characiers cannct be repeated mone than twice in @ row
+ The pasEard Cannol contain wser name (ogin 107,
+ The passward cannot contain usar's first name and last name
+ The new password cannot ba the same as any of the previous 24 passwords.

n S m—
* Wernity Password
H ﬂ Ry G ) e

U.S. Department
of Veterans Affairs
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Helpful Hint:

To meet VA strong password rules, your password must:

e Be between 12 and 20 characters long

e Contain both uppercase and lowercase letters, and at least one of the following:
— Arabic numeral (e.g.,0,1,2,3,4,5,6,7,8,9)
— Special character (e.g., !@#$%"&*()-_+=\{\}[]<>?/";:\\|)
— Not contain your user ID, first name, or last name

U.S. Department
of Veterans Affairs
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Update Your Talent Profile

1. Navigate to the User home page.

2. Select your User Name link.

My Employees Admin

[ vA0400 LMSUSER]

EDUCATION AND TRAINING SERIES (GENERAL)
LS TRAMNING

Search Learning Plan Show: L Everything

Talent
Management
System

Overdue

4851 days overdue L. Visitation (Palo Alto}
In progress

4821 days overdue =/ GEMS (Palo Alto)}
Available

| Hazardous Materials (Palo Alto)

3. This page displays your talent profile. You can edit any section that has a pencil
icon next to it. For example, select the pencil icon next to Awards.

— Groups and Asseciation Ied % __ External Werk Histery 20T

Mo Infermaticn Ho Information

— Projects _m t _ Awards

o TestAward 1162014
Mo lnfermaticn

15
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4. Add an Award Description and Date Awarded.

5. Select Save. You have successfully added an award to your talent profile.
Continue to add information to your talent profile by selecting the pencil icon in

the different areas.

Add Awards

* Required Field(s)

Award Description

Date awarded |"‘:“’|

save

Cancel

16
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Add a Supervisor

1. Access your talent profile (by selecting your name link on the home page) and
select the pencil icon on the right, next to Employee Information.

— Employee Information [

User ID: LMSUSER V0400

Employee Type: V& Employee

Employee Status: Full Time

MNumber of Direct Reports: 1

Domain: Load Test Domain

Raole: System Default User Role

2. Select the Supervisor ID magnifying glass icon.

bl

=
Edit Employee Information E
* Required Field(s)
Supervisor ID Q,
Resume Location
Coach ID Q,

Summary Statement

3990 characters remaining
eProfile |D:

Save Cancel

U.S. Department
of Veterans Affairs

17




Talent

Management VA I-U
System » 4

VA LEARNING UNIVERSITY

3. Enter your search criteria and select Search.

Search Users

Enter a value for each field that you want to use to filter your search. Click Search to display the results.

Case sensitive search: ) Ye: @ Np
UserID:  [Stanswith | v] |
LastName:  [startsWith | ~] | ]
FirstName:  [starts with | ~] |
Middle Initial:  [Star=with | v] | |
Rale ID: [Starts with = |

User Status: @) active () Mot Active () Both
Profile Stats: () active O Expired ® Both
Statusi () Loeked ) Unlocked ® Both
Email Address:  [Starts with |~ ]

Domains:  [starts with ~] | T
Employee Types: Starts With l] T
Position ID: Starts With ~] | 1T H
Native Deeplink User: T ves ) No ® Both

Search Reset

4. Select the correct supervisor from the search results.

View Users Results

User ID User Name Domain ID Job Location Organization ID Emp Type

LMSSUBORD.V0002 LMSSUBORD, TEST 82 TEST.040 Select
VAD002

LMSSUBORD.V0003 LMSSUBORD, TEST 82 TEST.040
VA0003

LMSSUBORD. V0004 LMSSUBORD, TEST 82 TEST.040 1 Select
VA0004

LMSSUBORD. V0005 LMSSUBORD, TEST 82 TEST.040 1 Select
VAD005

LMSSUBORD. V0006 LMSSUBORD, TEST 82 TEST 040 1 Select
VAD006

LMSSUBORD.V0007 LMSSUBORD, TEST 82 TEST.040 1 Select
VAD0O7

LMSSUBORD.V0008 LMSSUBORD, TEST 82 TEST.040 1 Select
VAD008

LMSSUBORD. V0009 LMSSUBORD, TEST 82 TEST 040 1 Select
VAD009

LMSSUBORD.V0010 LMSSUBORD, TEST 82 TEST 040 1 Select
VADO10

U.S. Department
of Veterans Affairs
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5. Select Save. You have successfully added a supervisor to your talent profile.

=
Edit Employee Information [x]

* Required Field({s)

Supervisor ID Q, ' LMSSUBORD.VOOOS
Resume Location
Coach ID Q,

Summary Statement

3990 characters remaining
eProfile 1D:

5
- Save Cancel

U.S. Department
of Veterans Affairs
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Search the VA TMS Catalog

Conduct Keyword Searches

1.

Navigate to the User home page, where there is a textbox for conducting

keyword searches in the VA TMS catalog.

Enter letters or words in the textbox to return all catalog items containing that

information.

Select Go.

VA0400 LMSUSER
EDUCATION AND TRAINING SERIES (GENERAL)
LMS TRANNG

|

|
Dverduse

safoly Show: | Everything r G_

|[ eadarzhip

Browse

From this screen, you can add items to your To-Do List, request schedules, and
launch online content. NOTE: The To-Do List is sometimes referred to as the

Learning Plan in the VA TMS.

Refine your search by selecting or deselecting the different types of training listed

at the top of the screen.

Select Go.

Catalog

V| Cumicuta M Imstructer-Led Y Oniine V) Blended V) Omer Exact Phrase
Search All Languages
Search Results
Catalog Search Resuits
Title o Type Price Status
@ Independently Study Industry trends in Data Handling Principles
Procedures, and Techniques, and Sh
0.00
UsD)
") THR Connect
000 -
(USD)
@ 2013 National Public Affairs and Outreach Training Academy p 1
000
(USD)

20

U.S. Department
of Veterans Affairs



—
Talent
Management VA I-U
System » 4

VA LEARNING UNIVERSITY

7. Select Advanced Search to conduct a more in-depth search of the VA TMS
catalog.

Catalog Eaderhip
M cumicula o1 Instructor-Led 5 Oniine &7 Bended & Other [ Exact Phrase

[ Ge |
[[] Bearch All Languages -
7

Search Results
Catalog Search Results

Tithis o Thua Prirm Statiie

Advanced Search

8. Select Keywords for your advanced search.
9. Enter advanced search criteria using the drop-down lists and select links.

10.Select Search. You have successfully conducted a keyword search in the VA
TMS.

Catalog 1 adeanced Senvt T
B cumicita B Instnucter-Led & Oniine B Blended B Cmner | Exact Phrass ' S
B/l Search AN Languages

Advanced Catalog Search

Keywords

- am 8 Tithe: |Contains
[ Instructer-Led Descripion: | Contans
I Onliree I [Containg
I Blended

— Subjesct Area: |r
b Cither (Selec one oF maie]) b

Deelivery Method: | Comtaies

el Ll el Le] [e] <] [e]

Only ltems

Curriculs Source: | Contains o

Only Odffenings Accreditation Type: | Cortsirs 10

- Search Al Languadges (Applies: ba Title, Descripion, and Subjedd Area) B
Sparch
Helpful Hints:
e Be as specific as possible when entering your search criteria.
e Look for learning items by item number for faster and easier searches.
U.S. Department
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Browse the VA TMS Catalog

1.

In addition to conducting keyword searches, you can also browse the VA TMS
catalog. Select Browse on your home page.

Search Leaming Plan

Overdus

Show:

Everything

'JG'_:J.

Search Catalog

Browse
h

2. Select the plus sign to view all topics under a particular subject area.

Subject Area Menu

[Expand All] [Collapse All]

[#] Business Processes

[#] Clinical Support  (70)

[+] Customer Relations

[*| Diagnostics & Clinical Topics

(371)

(350)

(109)

(=] Env. of Care, Safety & Inf. Ctrl.

{696)

[*]HR and Staff Development

(598)

3. Select a topic to display all related catalog items.

Currency: |4 =

Subject Area Menu Items
Expand ATl [Collapse AN 3 Acquinition & Procurement (114)
b 8 @ Contracting with Small Business Concerns (Course for Contracting Professionals)
=/ Business Processes  (350) A+ £
Description : Ths course defines and describes federal socioeconomic programs. Students wil gain a good Add to
Acquisition & Procurement underst More » Learming Pan
(114)
Body Mechanics (1) Length: 800 Status: —
BudgetingFinance (138) Cost: See Offerings
CARES (Capstal Asset 5
Realignment) (1) il
Coding (11) Descripion  Start Date/Time Location Places Filed Price Action
Compliance (108) < .
Contract Omcer Training  (23) [‘,‘ crotian (USD) Regirter HoW
Contracting (20)
Data Management (133)
29 U.S. Department
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4. Select Calendar of Offerings.

Browse Catalog | Calendar of Offerings

Subject Area Menu
[Expand All] [Collapse All]

=] Business Processes  (350) N

Acquisition & Procurement
(114)

Body Mechanics (1)
Budgeting/Finance (138)

CARES (Capital Asset
Realignment) (1)

Coding (11)

Compliance (108)

Contract Officer Training (23)
Contracting (80)

Items

Acquisition & Procurement (114)

& @ Contracting with Small Business Cong

Description : This course defines and describes fi

underst More =
Length: 8.00 Status: -

Cost: See Offerings

Schedule Offerings

Description Start Date/Time

No 51972014 03:00 AM
Description America/New York

Location

VA Acq
7485 N
21703 -

5. This screen displays all scheduled offerings of the topic you've selected
according to date. Select Month, Week, or Day to change your calendar view.

6. Select Calendar Search to search for catalog items on your calendar.

7. Select Calendar Options to update your calendar preferences, such as the first
day of the week. You have successfully browsed the VA TMS catalog.

Srowse Catalog | Calendar of Offerings

@ Acquisition &
Procurement

Month of: March [M]20av] |} >

Tuesday Wednesday

@ Acquisition &
Procurement

(2 Offerings) (2 Offerings)

@ Contracting @ Care Management
(1 Offering) (1 Offering)

@ Env. of Care, @ Contracting
Safety & int. Ctrl (1 Offering)

(1 Offering)

@ Acquisition &
Procurement

(2 Offerings)

@ Contracting
(1 Offering)

@ Dtagnostics &
Chnical Topics

(1 Offering)

I Calendar Sc.uchl Calendar Opbonsl

R n

@ Acquisition &
Procurement

(1 Offering)

@ Contracting
(1 Offering)

@ Diagnostics &
Clinical Topics

(1 Offering)

23
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Display Your To-Do List
1. Navigate to the User home page to display your To-Do List.

2. Your To-Do List will always show Overdue items first, highlighted in red. Next,
items due within a week, due within a month, and then due later will display
(as appropriate). Items with no due date will appear at the bottom.

3. Each item on the To-Do List has an icon next to it to indicate the type of training.
In the example below the highlighted item, a computer icon, indicates Online
training.

Note: An instructor icon indicates instructor-led training. The computer icon
indicates online training. The instructor/computer icon indicates blended learning.
The page icon indicates other learning, such as an assessment or survey.

Search Learning Plan | Show: | Everything z =]

Overdue
47 days overdue @] TMS Admin Training Survey for course TMS Part 1 of 14ntro...
Start Course Survey
| Due within a month 2

3/28/2014 L) COTR-CLC 004 Market Research
In progress
L] COTR - CLM 024 Contracting Overview
Available
H @UTR-{ZLMMB Cost Estimating
In progress
3312014 |;| COTR - CLB 016 Introduction to Earned Value Management
In progress
|:| COTR - CLC 006 Contract Terminations
Available
L] COTR - CLC 007 Contract Source Selection
Available

U.S. Department
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4. When you place your cursor over an item in List View, a new window appears
that provides more information about the item and links to various actions.

5. Select View Details.

1070 days overdue ) OA New LMS Admin Training: LMS Administrator Roles Curricula
Available W Overdue
] 0B New LMS Administrator Training: Overview of Administr... Due in 3(
vailable : ZSrE - » R
0C New LMS Admin Training: Troubleshooting User Issues in t...
N
Available Due by 3/29/2011 | Required | Assigned by Judy
: 0D New L Lerner @ Start Course le
Available Qriginated From Curriculum Q) View Details
. OHNew LM  Department of Veterans Affairs 8690 JS]
Available This training wil teach skills required for LMS
(] 0J New LM Administrators. There are 12 lessons in this series. b
Available Online Item
(] OKNew LM  Available
Available 1070 days overdue
430 days overdue = Medical Eqivprmer —_— - ‘ e
aocmoves l | ] ! - Due withi

6. This page displays all of the details for the course. Select Start Course to launch
the online content.

7. Select Back to return to your home page.

- Back

item Details

@ 0C New LMS Admin Training: Troubleshooting User Issues in the VA LMS

v ltem Summary

Department of Veterans
Affairs 8590 Start Course

Revision: 1- 9872010 04:38 AM Amenca/l.os Angeles

Description: This training will teach skalis required for LMS Admintstrators. There are 12 lessons in this serles Assign to Others
Length: Source: Contact:
Training Non Duty Hours: Credit Hours: 000 Learning Hours: 0 50
Delivery Method: Video Learnng Audience: This raining is designed for
LMS Administrators at VA facilities
throughout all of the Department of
Veterans Affairs

U.S. Department
of Veterans Affairs

25




Talent

Management VA I-U
System » 4

VA LEARNING UNIVERSITY

8. Select the Card View icon to change the display of your To-Do List from a list to
individual cards. You can take actions such as Start Course or View Details
from this view. You have successfully displayed your To-Do List.

312812014

COTR - CLM 024 Contracting Overview
Due by 3/28/2014 | Required | Assigned by CLARENCE BASHSHAR

|;| Department of Defense 74379

' Y
The Contracting Overview module gives an oy Start Course
overview of the market research process, the process || ----------------
for developing oriteria or factors...more Q View Details

22 days remaining Awvailable

U.S. Department
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Search Your To-Do List

1. Enter keywords in the Search textbox to search for items on your To-Do List.

[ serew )| Show: | Eventhing - J(E] B

Overdue
[ safety (Palo Alto)
In progress
No due date
J. Motorcycle Safety Course
Must be registered

|;| Motorcycle Safety Course Advanced Course

Ayailable

2. Select the Show drop-down list to customize your search. For example, you
can select Online Courses to display only your online courses. You have
successfully searched your To-Do List.

safety | Show: | Everything ~ \El] E
Evenything
Overdue All Learning

Registrations

p=a

[ safety {Palo Alt
In progress

Online Courses

No due date Surveys

L Motorcycle Safdty Cours{ #85e€ssments

Must be registergd Compensation

|;| Motorcycle Safety-Conrsefdvamced-Conree——————

U.S. Department
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Add Items to Your To-Do List

1. Inthe Catalog Search Textbox on the user home page, enter letters or words to
return all catalog items containing that information.
2. Select Go.

computer l[ Go ]

Browse
LS

3. You can also select the Browse link to search for courses.

Search Catalog |
Browse -
b r |

4. Once you find the desired course on the Catalogs Search Results page, select

Add to Learning Plan to add the item to your To-Do List. You have successfully
added items to your To-Do List.

Catalog Search Results
Title =

Ve Price Ctatus
@ 1 Webinar - An Introduction to the VA Program/Project Management i I
FAC-P/PM Certification
il
{UsD)
@ 501 Questions and Answers lor Company Directors and Company Secrelaries Add bo Leasrmin g Plan
0.00 = Siar Course

(s

U.S. Department
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Helpful Hints:

e Not all items can be automatically added to your To-Do List. However, you can
usually self-register for an online course and add it to your own To-Do List, and
some classroom-based training may also allow self-registration.

e For items that do not allow self-registration, follow the VA TMS prompts to
request registration pending approval from your supervisor or administrator.

U.S. Department
of Veterans Affairs
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Remove Items from Your To-Do List

1. Toremove an item, hover over an item (in List View) on your To-Do List on the
User home page.

2. Select the Remove link.

. . o Mo complet
|;| Independently Study Industry trends in Data Handling Princi...
. N
Available [ qpR connect
L 1HR
“:'e Self-Assigned
I;l cting = 3 Start Course pne
Available Department of Veterans Affairs 3173068 @ View Details
. The OHRM Broadcasts will be quarterly live/webinar |
[ Electronic c ) ) i
training sezsions designed to augment the learning that o ST
In progress teok place at the two 2011 HR Conferences. The..mere || ]
|;| Electronic Online ltem - - :n[
Available i
Available be
|;| Emergency
Available
|;| Emergency ete
Available | Jre:
Behind (0
[_] Emergency Preparedness: VA Personal Accountability Syst... ‘ ‘ = (
Available Caenne Dath

3. Select Yes to confirm that you want to delete the item. You have successfully
removed an item from your To-Do List.

Are you sure you want to remove 1HR Connect from your Learning

L/ Flan?

Yes Ho

Helpful Hints:

e You can only remove items that you have added yourself. Items assigned by
someone else can only be removed by an approved administrator.

U.S. Department
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Register for VA TMS Courses
1. Navigate to the User home page.

2. Select Browse.

Saaneh | asming Bl Ew E
Seanch Leaming Plan Show: | Everything 'JG_J Search Catalog

Browse
L

L

Overdue

3. Select Advanced Search.

Catalog

Advanced Search

~| Cumicula  [v] mstructor-Led ] Oniine  [#] Blended [ Other ] Exact Phirasae

| Ge !|

S -
3
. ]

4. Enter your advanced search criteria.

5. Select Search.

Advanced Catalog Search
HKeywords
o Tibe: Comtwin ]
¥ Instructor-Lad Descripbion;  Coctaies l]
48 Onine ID: [Cortwes | [37o0067
: zl:':rmr:vmﬂw or mong) Subject Ares: [Contaia ]
Only ltems Delivery Method: | Contaim [~ -
Curricila Source: [Contair |~ et
Only Oterings Accreditation Type: |Contais | w] Saig
& Search All Languages (Appiies fo Title, Descrption, and Subject Anea)

Sean:h

U.S. Department
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6. Select Add to Learning Plan. Note: The To-Do List is sometimes referred to as
the Learning Plan in the VA TMS.

7. Select Home to return to your To-Do List.

Catalog

o] cumicuta B imstructor-Lea o Oniing. B4 Biendad ] other (] Exact Phrase
1 Saarch All Languages

Search Results

Sadact an Acton from thie Action buttens of chick the Expand icom i view the Scheduled Offenngs available Tor a Learning Ibem You can rafine your Saanch by chicking the Back link

Dalow
Back
Catalog Search Results
Tithe « Type Price Stalus Action
* @ TMS Training for Scheduling Mgr, Assignmant Mgr and Registratien j I Add ba Learning Plan
Manager [5H, &AM, RM)
0.00 = SAar Couris
{UED)

8. Hover over the item on your To-Do List and select Register Now.

_| Emergency Preparedness: Confinuity of Operations (COOP) K ) Due in 3C

e

Available [
TMS Training for Scheduling Mgr, Assignment Mgr and Regist...

| Emergency

Avallable Self-Assigned o i .
_| Emergency i o Start Course piet

Awailable Department of Veterans Affairs 3730267

i Register Now
Ll pmas. Pro Learn how fo create and cancel a scheduled offering, o
1
work with segments and manage user registration. " -

Mot availab (0 View Details

4! TMS Advan You are NOT REGISTERED & Remove be

Available Register into an open offering, § )

4 TMS Part 1 Blended Item
Fending Sy Avaiable

&+ TMS le=
Available

U.S. Department
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9. Select Register Now for the scheduled offering you wish to participate in.

Registration & Helpl
ﬂ TMS Tr;|i|1i|'u,:| for 'S.n:hel:lqlling ng_ n"l.'s'signmpnt M._qr and Hegistration Mnnagm [SM, AM, RM)
VA ITI2ET
Revision: 1- 5312012 0515 PM America™ew York
Item Description: Leam how bo create and cancel a scheduled offering, work with sagments and managa user registration
¥ Assignment information
Required Date: Complation Date: Days Remaining:
Assignment Type: Regurad Assignment Date: 21142014 Assigned By:
& Current Registration
¥ Dates and Times
ﬂ:’ Start « End Location Avallable Seats Price Action
i AMO2014 01:00 PM 32014 0430 PM - 1-800-T57-1750 19 000 | view Detalts
AmancaMew York AmencaMew York access code 43596 (usD)
*  Request Schedule
10. Enter any comments you would like associated with your registration.
11.Select Confirm. You have successfully registered for a VA TMS course.
Registration & Help
Lastly, enler any comments that you wish to be associaled with your request andior registration
Presious Condirm
Offering
@ THS Training for Scheduling Mgr, Assignment Mgr and Registration Manager [SM, AM, RM)
VA 3TI0ET
Revision; 1- SEU3012 0515 PM Amencalew Yiork
Start Date: 3102014 01200 PR Amsricaew York
Envd Date: 3102004 04:30 P Amencaew York
Capacity: 4 af 23 enrolied, 0 watlisied
Price : 000 (USD)
Registration Comments
User Mame: 1o
Registration Status: ENROLL (Enrlled)
Accreditation Requested: | "+ .
Comments: 11
Prinvicws Condirm
U.S. Department
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Access and Filter Completed Work
1. Navigate to the User home page.

2. Select the Completed Work tab in the Learning Status section of your home
page.

Curricula

m Overdue (3)
Due in 20 days (0)
W Due Later (0)

Completed Work

Mo completions in the last 30 days.

Competencies

Mo assigned competencies

U.S. Department
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3. This page lists all of the learning events that you have completed, along with their
status and completion dates. Select the drop-down arrow next to Show
Completions to filter the display of your completed work. This feature allows you
to display completed work after, before, or between certain dates.

Completed Work
Competency History i Help
Show Completions:
Al
Type Title Status O e
| Al All v Eﬂ Before
Learning (7] Annual Governmint Ethics Training Complete 117262013 |2=WEED
Leaming [5] Contractors in the Workspace wiOGC Complete 1111812013 02:00 PM
Leamning (] VALU Employee FedTraveler.com User and Alternate Pre Complete 9197713 01-26 PM
Learning [£] Award PreparationifwardPost-AwardiCloseout Complete 9M18/2013 0434 PM
Learning [5] TMS Part 2 of 3 Training for Domain Mar, Learing Mar, | Complete G82013 0430 PM
Learning ] Proposal Evaluations Complate W18/2013 04:17 PM
Leaming [£] Unauthorized Commitments (UAC) Complete O182013 0413 PM

4. For example, if you select Between from the drop-down list, you will enter
specific date range and then select Find. Only those completed items within the
date range will appear. You have successfully accessed and filtered your
completed work.

Completed Work

Show Completions: | Between » I mwooreryy || and fl Find

4

35

U.S. Department
of Veterans Affairs




Talent

Management VA I-U
System » 4

VA LEARNING UNIVERSITY

Print Completion Certificates

1. If you hover over an item on your Completed Work page, you can choose to
display details, print a completion certificate, or review content. Select Print

Certificate.
- Completed Work
Competency History 4, Help
Show Completions: | &1 T |
Type Title Status Completion Date *
All L i
Annual Government Ethics Training
Learming [E) Annuai Gove G2013 1221 FM
= L Hourg: 1.00
Learning [E) Comtractorsintne] ~ “ATNOTOUE & View Details 8/2013 02:00 PM
- Completion Date : 11282013 12221 PUY
Leaming [E] VALUEmployee Fé 8/2013 01:26 PM
: 1 = Print Certificate
Learning [5] Award Preparatio B2013 04:34 PM
Leaming [E] ™S Part2of3Tr i Review Content B/2013 04:30 PM
Leaming [E] Proposal Evaluatig B/2013 0417 PM
Learning D Unauthorized Com 2013 0413 FM

2. You have successfully printed a completion certificate. Below is a sample
Certificate of Completion.

Certificate of Completion

This certifies that
James Doe

Has successfully completed
Privacy and HIPAA Training

For 1 Learning Hour(s).
Completed on 4/27/2016

U.S. Department
of Veterans Affairs
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Print Your Learning History
1. Navigate to the User home page.

2. Select the Reports easy link.

VAD400 LMSUSER
EDUCATION AND TRAINING SERIES (GENERAL)
LNS TRAKNG

To-Do List
[, Search Learning Plan | Show: L Everyihing * |

[CA Search Catalog
Browse

| Hazardows Materials [Palo Ao} '
I prosgress Easy Links

[ satety (Paio Anto) ADVANCE TMS Help Desk
Ini progress Approvals TMS Resounces

L] staft and Patient Boundaries (Palo Alto) MyCareer@va USA Jobs
In preres s Hows Wik Homae Page

[ Ma {Palo Alte) DOplion= and Se@ngs WA Leaming Liniversity
m""'“‘;ﬂ e Record Lyaming n::andilw'ﬁainiﬁi Info

[AKN Calendar
1071 days overdug |:| 0k Newd LM S Admin Training: LMS Administrator Roles Tlarl 3 Dol Assgssment Daskop Library

Avadlabile

Show Less

] OB Mew LM3 Administrator Training: Overview of Admimistr...

U.S. Department
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3. This page lists all of the reports that you can run on yourself in the VA TMS.
Select the plus signh next to Learning History.

Reports
Back

Select a Report from the list below to run a report for yourself or your subordinates.
Report Name
[ Active Goals
Close-Fit Jobs

[ Competency Assessment Comparison

A

Competency Assessment Trend

[3 Curriculum Status
Employee Dropoff
Employee/Supervisor Gap

[ ltem Reguests

[ ltem Status

@_&arning History

Learning Hours

[ Learning Needs

4. Select Learning History from the drop-down list. Note: The Learning History
(CSV) option will generate your report into a spreadsheet format.

B Learning History n
...........'._._:E'--ning Histary |

-------------- Learning Histary (C5V)

6. This page allows you to enter specific criteria in order to filter report results. You
can choose to run a report for Self, Direct Subordinates, All Subordinates, or
All.

7. You can add a Report Title and header or footer.

8. You can send the report to your browser or local file. The browser is the most
common default.

9. You can select the applicable Report Format, either HTML or PDF.

10.In some organizations, users’ IDs are classified as sensitive information. To hide
user IDs, you can check Mask User IDs.

11.You can check Page Break Between Records if you want to start each report
record on a new page.

12.You can select the calendar icon to enter date ranges for reports.

U.S. Department
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13.You can select the Report Type as Summary or Detail.

14.You can choose to include Item Events, External Events, or Both in your
report.

15.You can choose to Print Comments in your report.
16.You can choose to Sort Items by Completion Date or Item ID.

17.0nce you have entered your report criteria, select Run Report. You have
successfully printed your Learning History.

Run Learning History

| User: @) q Direct Subordinates All Subordinates .a1|| ﬂ

Report Title: Learning Hista

Report Header:

Report Footer:

| Report Destination: Browser

| H
| Report Format: T ll n

B4 Mask User D5
Bl Page Break Between Records

Completed Date From: ™9

L
Completed Date Ta: ™9

WL Dl

Includes

| Item Events External Events ® Bath | n
E Print Comiments:

Yes ® 1o |

| SortMems @) Completion Date O Item ID n

U.S. Department
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Access and Navigate VA TMS Help

1. Select the Help question mark icon which is located in the upper right portion
on every VA TMS page.

A Talent Welcome VAQ400 LMSUSER
VI II-U @ Management S

System

L A BT

My Emnphiyas Hchinin

VAD4DD LMSUSER
EDUCATION AND TRAINKG SERIES (GENERAL)
LS Tasnne

Search Leaming Fian Sherar | Evenyiming - D Seach Calaing

Overdue

2. From here you can access three different Help functions — Contents, Index, or
Search. Select Contents to choose a topic and learn more about it.

User Help
Index Search

Contents g

Getting Started

Home

My Employees

Organization

Catalog

Index

Third Party Software Motices and Related
Copyright Notice

DO EEHHEBEBH
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3. Select Index to display a detailed, alphabetical list of subject areas that you can
choose to learn more about.

User Help

Contenis

Index
ABCDEFGHIJKLMN
OPQRSTUVWXYZ

A

Adding & New Goal

Adding a New Goal using the Goal Wizard
Adding 8 New Gaal
Adding 8 New Gaal using fhe Goal Wizard
Fublizhing a Gaal

Addimg and Managing Goals for 3 Blan

Advanced Catalog Seanch

Approvals

Aporoving 3 Alan

Assessmeants
Aszign | earming to My Emplavess
Assignimg ffems fo SUccessors

4. Select Search to open a textbox where you can type and search on keywords.
You have successfully accessed and navigated the VA TMS Help.

User Help

Contenis

Enter a keyword or phrase

[ Go |

Helpful Hints:

e Select the TMS Help Desk easy link to locate contacts for additional assistance
with the VA TMS.
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